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Procedure

1. Start the transaction using the menu path or transaction code.
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2. Click My Favorites.
In this exercise, you will open the My Folders section and add the Microsoft Excel file
SalesTrends.xls. Enter the keyword 'Trends'.
Do not add a description or choosea category for this file.
Finally, you will add a hyperlink to www.sap.com called 'SAPWebsite' in the Personal
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Categories category.

Listing
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3. Click Add.

Add the Excel document Sales Trends.xls.

4. Click Local Document....
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5. Click Browse....
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Choose file

‘3 InfoView - Microsoft Internet Explorer

Choose file
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|@ Done

6. Click Sales Trends.xls.

7. Click Open.
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Internal

¥ Select Document

Filenarme: |C:\Document5 and Settingstadministratoripy Docurner | Browse

File Type: |Microsoﬂ Exncel j

wves [ ]

» General Properties

8. Click the General Properties link.
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9. Click in the Keywords field.

Next, you will add a Keyword for this file.

10. As required, complete/review the following fields:

Field R/0O/CDescription

Description: R

Example:
Trends
Internal
; InfoYiew - Microsoft Internet Explorer ;Iilll
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File Type: IMichsoft Excel j

-

General Properties
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Keywards: ITrends|
Last Run On:
Categories 2 personal Cateqaries
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-
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%I Cancel | -

|
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11. Click OK.

12. Start the transaction using the menu path or transaction code.

Listing

ey
File Edit View Favorites Tools Help | lfr'
@EBack ~ () - (] [ o | - Search <7 Favorites 42 | - s - -
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&3 Hore | Document List | Open » | Send To ~ | Dashboards - Log Out | Preferences | abaout | Help
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¥ | Calculated Member Cross-tab Chart Crystal Repart Lser u]
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¥ Formatted Report for Drill wieh Intelligence Report user o

This sample document demonstrates

formatted report that is ready for dril

My Infoiew My Infoliew user
¥ Sales Revenue Based on Category ‘ieb Intelligence Report user u]
¥ Sales Revenue by City ‘ieb Intelligence Report user o
= sales Trends Microsoft Excal user
¥ vertical Table veb Intelligence Report user u]
¥ World Sales Report Crystal Repart LigEr u]

Top S Countries' Sales with pie chart

J [ o
Total: 9 objects
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13. Click New.

Now, add a new hyperlink to www.sap.com called 'SAP Home Page.'

14. Click Hyperlink.
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Properties

=1=]x]

File Edit Vew Favortes Tools Help
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¥ General Properties

Title: [

Description: =]
[

Keywords: |
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F X

¥ URL
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%I Cancel |
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15. As required, complete/review the following fields:

Field R/0O/(Description
Title: R
Example:
SAP website

Enter the desired information into the Title field.
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Properties
&) x|
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¥ General Properties

Title: [5aP website
Description: =]

Keywords: |
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¥ URL

URL: |http:f

%I Cancel |
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16. Click Personal Categories.
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Hyperlink

=1=]x]

File Edit Vew Favortes Tools Help
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&3 Home | Document List | Open ~ | Send To ~  Dashboards -
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Qme: user

Log Out | Preferences | About | Help

Hyperlink -

¥ General Properties

Title: [5aP website

Description: =]
[

Keywords: |

F X

Cateqories % Porooral Catonn
2 Corporate Categories
¥ URL
URL: |http:f
%I Cancel |
Discussions - |
[:&] pone [ [ [S3tocalintranet

17. As required, complete/review the following fields:

Field R/0O/(Description

URL: R
Example:

WWWw.sap.com

Enter the URL for the SAP website.

18. Click OK.
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Save your changes and create the hyperlink.

End of simulation.
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E nbox
B[] public Folders ‘2 Company website Hyperlink Lsar
¥ Formatted Report for Drill ‘Web Intelligence Report user u]
This sample document demonstrates
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19. End of simulation.
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